HUMAN RESOURCES OFFICER, GS-201-14

PD #01215

                                                     SUPERVISORY CONTROLS

Receives general supervision from Commanding Officer, Fort Myer. Receives technical personnel support from the North Central Civilian Personnel Operations Center (CPOC). Exercises technical responsibility for administration of local aspects of human resource management programs and the provision of management advisory services. Applies initiative and judgment in the application of policies and procedures and in the conduct of daily activities of the Human Resources Office. Guidelines include those from Office of Personnel Management, Army, Department of Defense, and the CPOC. Performance is reviewed for competence and soundness of judgment and decisions in meeting program objectives.

                                                            MAJOR DUTIES

Manages a Civilian Personnel Advisory Center (CPAC) that provides Human Resources (HR) Advisory Services to 3 separate military installations, Ft. Myer, Ft. McNair and Ft Hamilton, each of which includes numerous tenant activities from different major Army commands. Additionally, supervises a personnelist at the National Defense University, a tenant activity of Fort McNair.  Directs a program that provides full advisory services for both appropriated (AF) and non-appropriated fund (NAF) organizations. Manages a staff of 13-17 employees, both AF and NAF. Directs the CPACs operations through the Chief of NAF and the organizational composition of two teams on the appropriated side.  The two teams are overseen by one specialist on each team who coordinates, facilitates, guides and assists in mentoring the staff in support of human resources management and advisory services related to complex clerical, technical, administrative, and professional work.  

1. Plans, organizes, directs, and oversees the operations of the CPAC. Acts for the Commander in providing the full range of HR life cycle functions for the workforce that includes recruitment, placement, position management and classification, benefits and entitlements, training, labor relations and management-employee relations. Applies a knowledge of a variety of personnel management specialties and a working knowledge of automation, budget, manpower, management analysis and force structure management to manage the HR Office and to provide advice to the serviced commanders. Participates in the development of operational plans with top level managers and key operating officials of the installation and tenant organizations. Analyzes proposed changes in operations, assesses the impact on personnel program requirements, and advises or guides managers to achieve the most effective personnel management. Develops information for and prepares special or recurring reports and studies relating to the total personnel program or in specific areas for management use. Keeps abreast of employee satisfaction and morale; analyzes work force trends and changes in key civilian personnel matters; contacts managers or staff of support organizations to assist in solving problems or to achieve expeditious action. Keeps abreast of the status of actions to advise commanders and managers on problems, solutions and possible operational improvements to increase effectiveness of the CPAC personnel management program.                                             25%

2.  Serves as advisor to commanders, managers and senior staff, and provides guidance and assistance to supervisors and employees on all areas of personnel management regulations, policies and laws. Advises serviced commanders and managers of potential future problems. Works closely with commanders and senior staff in advising on recruitment and placement strategies, local training/development needs, labor and management-employee relations, classification and position management and related personnel matters.     Provides management with options and recommendations for effective program operations; advises as to regulatory and legal requirements of the program; participates in meetings to promote acceptance of personnel programs and management initiatives. Maintains liaison with the CPOC and staff personnel of each serviced tenant activity.  Keeps abreast of operating program developments to effectively assist management in discharging civilian personnel responsibilities.                                       25%

3.  Evaluates personnel program operations for quality and quantity of work, regulatory compliance and effectiveness of service to management and employees throughout the supported area. Identifies problem areas, coordinates corrective action, and effects changes and improvements, as necessary. Participates in planning and evaluative groups to recommend changes and improvements in the CPAC civilian personnel programs.                                     25%

4.  Manages the work through 1 NAF team chief and 2 appropriated fund team chiefs. Plans and assigns work, sets priorities, advises employees and supervisors on program goals and objectives, and makes final decisions on problem cases that are not so controversial as to require elevation to higher levels. Defines performance expectations for all employees, including subordinate team chiefs, rates their performance and ensures equity and consistency in the development and assessment of performance standards and measures; hears and resolves group grievances and serious employee complaints. Reviews and decides action on disciplinary problems involving non-supervisory employees. Recommends disciplinary action for subordinate supervisory employees. Initiates or approves action for recruitment, reassignment, promotion, reclassification, training, etc for subordinates. Makes or approves selections for vacant positions. Approves expenses for regular training, within grade increases, awards, overtime, travel, and the like. Actively supports EEO, safety and internal control programs.                                          25%

Performs other duties as assigned.

Factor 1. Program Scope and Effect.                                                          Level 1-2, 350 points

Directs a CPAC that is responsible for providing administrative and technical personnel support to 3 military installations, for a civilian workforce of approximately 2, 400 appropriated and 400 non-appropriated fund employees. The work of the office substantially impacts a wide range of complex technical, administrative, and professional mission and support functions throughout the organizations supported.

Factor 2. Organizational Setting.                                                                Level 2-2, 250 points

Position reports to the Garrison Commander of Ft. Myer, who reports to the to the Deputy to the Commander for Installation Support, an SES position.

Factor 3. Supervisory and Managerial Authority Exercised.               Level 3-3b, 775 points

Provides human resources support through the Chief of NAF and two subordinate AF team chiefs. Specific functions are described in the major duties above.

Factor 4. Personal Contacts                                                                              Level 4A-2, 50pts

                                                                                                                           Level 4B-3, 100 pts

 Position engages in frequent contacts with top management officials of all serviced organizations. Contacts are to resolve problems and ensure that adequate services are provided. Contacts frequently require the incumbent to justify or defend matters of considerable importance to the program.

Factor 5. Level of Typical Work Directed                                                      Level 5-7, 930 pts.

Over 50% of the workload supervised is at the GS-12 level.

Factor 6. Other Conditions                                                                             Level 6-5, 1225 pts.

 Position coordinates and integrates the work of subordinate GS-12 level specialists through subordinate team chiefs. Makes major recommendations on internal and external program and policy issues, the resources to devote to particular programs, determinations on projects or programs to be initiated, dropped or curtailed, considering reduced staffing and budgetary constraints, and engages in long range planning to meet prospective changes such as the transfer of program functions to a different servicing CPOC.

Summary. A total of 3680 points falls in GS-14 range of 3605-4050.


